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INITIATE A  
JOB CODE AND POSITION NUMBER REQUEST 

FOR A Non-WiTS HR ACTION 
 

CASE SAMPLE 
 

1. HR SPECIALIST 
 
1. HR Specialist initiates a Job Code and/or Position Number Request from the WiTS Action 

Initiation area of the work page only for HR actions that are not currently available in WiTS.   
 

IMPORTANT NOTE:  Only use this process to initiate a JC/PN request if it relates to an 
HR action type that is not currently available within WiTS.   JC/PN requests associated 
with available WiTS HR Actions (i.e., Recruit/Selection; Career Change; Classification; 
Change in Work Schedule/Hours; Resignation) MUST NOT be initiated using this 
procedure, instead they can only be initiated from within that WiTS HR action process.   
 

a. Click on ‘INITIATE JCPN’ to initiate a JC/PN request for a non-WiTS HR action that is 
not currently entered in WiTS but that may require a Job Code or Position Number request to 
complete.  Examples of HR Actions where no workflows are currently available in WiTS 
include:     
o Realignment 
o Extension of appointment 
o Title 42 Senior Scientific 
o Correction 
o Cancellation  
 

 



 
b.  Enter the relevant information for the type of action requiring this JCPN request into the 

mandatory and non-mandatory fields as appropriate.  Note that the Action Type field 
automatically shows “Initiate JCPN”. 

 

 

 
 



 
c. Click on the JCPN tab to open the JC/PN request form.  Greyed-out fields are auto-filled 

by the system.   
 

d. Select appropriate Request Type from the drop-down menu in the Request Section to 
retrieve the appropriate forms to be completed.   

 

 



 
1) Choosing Job Code (only) opens the Job Code Information Section as shown below. 

 

 
 



 
2) Position Number (only) opens the Position Number Information Section as shown below. 

 

 
 



 
3) Choosing JCPN (Job Code & Position Number) opens both the Job Code Information 

Section and the Position Number Information Section as shown below. 

 



 
e. HR Specialist enters Job Code and/or Position Number request information as 

appropriate.  This is an example of a combined Job Code and Position Number request. 
 

Complete the JC/PN form as appropriate for the related non-WiTS action.  For example, 
below is a request to activate a job code and modify a position number for a non-WiTS 
HR action.  Identify the type of HR action this request is for within the Comments 
Section.  

 

 



 

f. HR Specialist selects “Initiate JC/PN Request” and clicks on  to forward the action 
to the Branch Position Management Reviewer’s worklist.     

 

 
 
 
2.  BRANCH PM (POSITION MANAGEMENT) REVIEWER  

 
The HR Specialist, who has been designated as the Branch’s PM (Position Management) 
Reviewer, receives e-mail or WiTS pop-up window notification that a new JCPN workitem has 
been received. 
 

 



 
a. The Branch PM Reviewer opens the JCPN action to retrieve.   
 
b. Review for accuracy and completeness and edit, if necessary.   
 

 

 



c. Branch PM Reviewer selects “Send to Position Management Team” and clicks on  to 
forward the action to the CSD PM (Position Management) Team to process JCPN request.   

 

 
 
 
3.  HR SPECIALIST 
 
HR Specialists receive email notice that the JCPN request has been submitted to the CSD 
Position Management Team for action.   
 

 
 



 
4.  PM (POSITION MANAGEMENT) TEAM ISSUER (CSD/OD)
 
a. The PM Team Issuer opens the Job Code/Position Number Request to retrieve. 
 
b. Complete and issue the JCPN as appropriate.  For example, 
 

 

 
 



c. PM Team HR Specialist selects “Request Complete – Send Email…” and clicks on  to 
assign the final Job Code and/or Position Number for the action. 

 
d. This sends an email notification to the requester and PM Reviewer and closes and archives 

the completed request.   
 

   
 

5.  HR SPECIALIST 
 

HR Specialist and Branch PM Reviewer receive e-mail notification that Job Code/Position 
Number request has been assigned/completed.   
 

 
 
a. To view the completed JCPN Request form, HR Specialist: 

o Locate the WiTS JCPN Request within the Archived Bizcove of the work page. 
o Click the checkbox next to the appropriate WiTS JCPN action. 
o Click on “Detail” button 
o Click to check the last completed activity checkbox in the pop-up window 
o Click the “View” tab.   
The completed JCPN Request form opens.  This form cannot be edited, but user can review, 
print, and/or save it if needed.  For example, 
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